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1.

Introduction

This S&C User Manual addresBesmsand shows how to creatanduseCMS
formsin iIQIES

For information on other modulesefer to Reference & Manualsn QTSO.

1.1

Getting Started in S&C Important Information to Know

Below is important general information about iQIES.

)l

Log in to IQIES &ttps://igies.cms.goviwith Health Care Quality
Information Systems (HCQIS) Access Roles and RrdfilePlogin
credentials. Refer tdQIES Onboarding Guifiar further information, if
necessary.

All screenshots included in this mangahtain only test data. Current
screens in IQIES may be different from what is shown in screenshots below.

Screenshots are dependent on user role and may not be an exact
representation.

Words highlighted in blue are clickable links.
A red asterisk*() indcates a required field.

Blank fields may have a limited number of characters allowed in that field.
If so, the character limit is shown on the bottom léffhe blank fields may
also be expanded. Click the two 45° parallel lines and drag to the right to
enlarge the box. Sefeigurel, Expandable Field

N

£
0/255 characters

Figurel: Expandable Field

IQIES times oudfter 15 minutes of nonusand reverts to the login pag&e
sure to save data regularly. IQIES remains up and active as long as it is in use.

IQIES uses a smart search. Once three letters/digits are typed in the
search bar, results are shown based ondedtdigits entered. The more
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letters/digits entered, the narrower the search. If any of the results is the
correct result, click the result to open.

1 Review any yellow/orange notification banners. $égure2, Notification
Banne® ¢ KSasS olyySNa OFy 6S Of2aSR
are resolved.

If there are surveys that occured prior to the newly selected Cycle starting survey, please
verify that these surveys still belong to the enforcement case.

Figure2: Notification Banner

1 Review any Tool Tips fadditional information toperform an actionHover
over theinformationicon to see the tipTool Tips are in IQIES to
communicatenformation. Look for the information icon. Séagure3, Tool
Tip Icon.

Cannot be selected because the provider is not pending federal certification,
nor does it have a not applicable certification status with a Medicaid-19 title.

Initial Certificati

Figure3: Tool Tip Icon

1 Below are the gpportedbrowsers for access to iQIE® not use Internet
Explorer.It is not supportedBe sure tdkeep your browser updated

For best resultsplease use the latest version of these browsers
Chrome
Firefox

The latest versions of the browsers below are also supported
Microsoft Edge
Safari

IQIES S&C User Manual 5 Manage a Form
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1.2 IQIES Service Center

The IQIES Service Center supports users working within the various IQIES
components: S&C, Patient Assessment, and Reporting.

AssistanceAccessing IQIES

TechnicalSupport:

CCSQ Support Central:

More information on iQIES

IQIES S&C User Manual

Contact the iIQIESecurity Official (S@)r your
organization

Contact the IQIES Service Center:

Phone 888477-7876 (select Option 1)
Emait iIQIES@cms.hhs.gov

Create anewticket or track an existingticket:
https://cmsqualitysupport.servicenowservices.c
om/ccsq support central

Refer to theQIES Technical Support Office
(QTSO) and th@uality, Safety, & Education
Portal(QSEP)Logging in to HARP may be
required before accessing some documentation
in QTS@nd QSEP

IQIES reference materials include:

Other volumes of the S&C User Manual
Links to Training Videder providers
Assessment Management User Manual
Quick Reference Guides

Onboarding Guide

Managing User Information

Other helpful IQIES material

IQIES training materials on QSEP inclh&€
Foundation Series Videos

= =2 =4 =444
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1.3 Roles and Permissions

IQIES roles allow users to ace@sformation pertinent to their area of work. The
examples provided in this document pertain to S&C and require a State Agency or
Centers for Medicar& Medicaid Services (CMS) role with the capability to view

or edit this information.

Permissions are ultimately governed HARRaccess privileges. Contact the SO for
your organization or the iQIES Service Center for issues relating to access and
permissiors. Refer to thelQIES User Roles Matfor detailed information on

roles.

For additional help, refeto https://igies.cms.gov/igies/helmr click the help icon
in the top right corner of the screen, ségure4, Help Iconfor further
information.

@ | A rat v

Figure4: Help Icon
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2. FormsOverview

Users can access certificattoelated CMSforms for supported provider types in
IQIES. Available forms include:

1 CMS1572 Home Health Agency Survey and Deficiencies Report Form
CMS670, Time Entries

CMS377, Ambulatory Surgical Center Request Form

CM$S417, Hospice Request for Céitation in the Medicare Program Form

= =2 =2 =2

CMS643 Hospice Survey and Deficiencies Report Form

The forms screens correspoad closely as possibie the CMS forms and
instructions used in théeld.

Notes:
1 Completediormscannot be edited or deleted.

1 Providerspecific formsan be accessed froboth the Provider Historypage
andthe survey recordCMS670 can only be accessed from the survey record.

1 Someform fields are derived from Provideethils. If changes to the form are
needed, those changasay need to be made on thérovider Basic
Information page

IQIES S&C User Manual 8 Manage a Form
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2.1 Access a Form
Notes:

1 Forms are specific to provider typHot alluser roles have access to all
forms.

1 This exampleisesform CMS1572andthe Home Health AgendyHHA)
provider type.

2.1.1 Clickthe desiredprovider record.TheProvider Historypage opens.
For more information on searching for and accessipgovider, refer
to the Manage a Provider User Manwan QTSO.

Note: Forms can also be accessed on the left menu of the survey
record. For more information on searching for aratessing a
surveyrecord, refer to theManage a Survey User Manwam
QTSO.

2.1.2 Scroll down to view th&rovider Formgable. ClickView All Formdo
view dl forms associated with the provider, if desitegeeFigure5,
HHAProvider-ormsList

Provider History

For more information on the deficiency history of a provider, view the provider history report.

View Provider History Report View All Provider Reports

Provider Forms

Add Form

Form Name Status Related Survey(s) Created Date Last Updated - Actions

CMS-1572 Complete 12100A-H1 [ 11/30/2022 12/01/2022 Form action ~
CMs-1572 In Progress Na information 11/29/2022 12/01/2022 Form action ~

CMS-1572 In Progress No information 11/30/2022 12/01/2022 Form action ~

~

View All Forms (23)

Figure5: HHAProvider Formd.ist
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SeeTablel, Provider FormkistField Descriptiofor detailson the
columns shown.

Tablel: Provider FormsistField Description

Column Description

Form Name | Name ofCMSform

Status EitherCompleteor In Progress
Related The survey(s) the form is linked to, if applicable
Survey(s)

Created Date| The date the form was created

Last Updated| The date the form was last updated

Actions 1 Form ations for aCompleteform includeLink
Survey ACompleteform cannot be edited or
deleted SeeFigure6, Actions for a Complete
Form.

1 Form ations for anln Progresgorm include
Link SurveyEdit, Delete. SeeFigure7, Actions
for an In Progress Form

Actions

Form action v

Link Survey

Figure6: Actions for a Complete Form

IQIES S&C User Manual 10 Manage a Form
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Actions

Form action ~

Link Survey
Edit
Delete

Figure7: Actions for an In Progress Form

2.1.3 Click the desired form undéform Name
a. If the form has &Related Surveythe Surveypage opens.
b. If the form is not linked to a survey, the Form page opens.

Manage a Form
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2.2 Adda Form

Notes
1 Formsare specific to provider typer user role

1 This example usdsrm CMS377and theAmbulatory Surgical Center
(ASCprovider type.

2.2.1 Click thedesiredprovider record. Thérovider Historypage opens.
For more information on searching for and accessing a provider, refer
to the Manage a Provider User Manwan QTSO.

2.2.2 Scroll down to thé’rovider Formsectionand dick Add Form The
New Formpage opens. Sdeigure8, Add Form

Note: Forms can also be added from the left menu of the survey
record. For more information on searching for and accessing a
survey, refer to théVlanage a Survey User Manwad QTSO.

Provider History

For more information on the deficiency history of a provider, view the provider history report.

View Provider History Report ‘ View All Provider Reports

Provider Forms

Add Form

Figure8: Add Form

2.2.3 Fillout the information
2.2.4 ClickMark form as Completeif desired.
Note: Completed forms cannot be edited deleted

2.2.5 ClickSaveto save theform. ClickCancelo return to the Provider
History page SeeFigure9, Save a Form

IQIES S&C User Manual 12 Manage a Form
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| |:| Mark form as Complete I

(Completed forms are not able to be edited)

Save CMS-377 Form

Figure9: Save a Form

Notes

9 ClickSaveat any timeto save inprogress workeven if required
fields are not filled out

1 WhenSaveis clicked for amn progress or completed forpa date
and timestamp that captures.ast Updatedoy or Completedby
user informationautomatically generatesThis information
displays orthe upper right corner of the form and in tHerovider
Formstable. Sedrigurel0, Form Last Updated By User
Information.

Ambulatory Surgical Center Request Edit
Form CMS-377

Submission of this form will initiate the process of obtaining a decision as to whether
the Conditions for Coverage are met. The ASC completes and signs this form for inital
certifications and upon request of the State Agency for the periodic recertification.

Survey Dates

No information Last Updated by Pat test2.COSigler 10/21/2022 11:14 AM

FigurelO: Form Last Updated By User Information
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2.3 Edita Form

Notes

1 Only In Progress forms can be edited.

1 Forms are specific to provider type or user role.

1 This example uses form CM%7and theHospiceprovider type.

2.3.1 Click the desired provider record. TReovider Historypage opens.
For more information on searching for and accessing a provider, refer
to the Manage a Provider User Manwan QTSO.

2.3.2 Scroll down to thé’rovider Formssection to view theProvider Forms
list. SeeFigurell, HospiceProvider Formkist

Provider History

For more information on the deficiency history of a provider, view the provider history report,

View Provider History Report

Provider Forms

Add Form ~

Form Name Status Related Survey(s) Created Date Last Updated - Actions

CMS-417 In Progress No information 12/06/2022 12/06/2022 Form action ~

CM5-643 Complete 11108F-H1 [ 09/08/2022 09/09/2022 Form action ~

Figurell: HospiceProvider Formd.ist
2.3.3 Click thedesired form under thé-orm Namecolumn. The form opens
on a new page.

2.3.4 ClickEditto fill in the informationas desired. ClidReturn to Provider
to return to the Provider Historypage. Seé&igurel2, Edit a Form

.
| ms-a17 Hospice Request for Certification in the Medicare Program Edit

Form CMS-417

Figurel2: Edit a Form

IQIES S&C User Manual 14 Manage a Form
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Notes:

1 Completed forms cannot be edited or deleted.

1 An In Progress form can also be edited from Hoem action

drop-down in theProvider Formgable. SeeFigurel3, Edit from
Form Action Drojfpown Refe to step 2.1for more information, if
needed.

Provider History

For more information on the deficiency history of a provider, view the provider history report.

View Provider History Report

Provider Forms

Add Form ~

Form Name Status Related Survey(s) Created Date Last Updated - Actions
CMS-417 In Progress Na infarmation 12/07/2022 12/07/2022 Form action ~
Link Survey
CMS5-417 In Progress 11108F-H1 [ 12/06/2022 12/07/2022
ﬁ' Edit
Delete
CMS-643 Complete 11108F-H1 [} 09/08/2022 09/09/2022

Figurel3: Edit from Form Action Drepown

If an In Progresform is linked to a survey, the forgan also be
editedfrom the left menu of the survey recor&ee Figurel4, Edit
a Form from Survey RecoFbrmore information on searching
for and accessing a survey, refer to thienage a Survey User
Manualon QTSO.

Basic Information Hospice Request for Certification in the Medicare Program | Edit
Responsible Staff Form CMS-417 T
Teams

Initial Certification
Citations

No information Last Updated by Pat test2.5A. Andrea.Florida 12/07/2022 12:09 AM
Statement of Deficiencies

Plan of Correction Related Certification Number PHE

No information

CMS-670

Type of Hospice PH7

I CMs-417 No information

CMS-643 For Hospitals Only

No information
Letters

Type of Control PHE8
Notes No information
Attachments Services Provided PH9

Figurel4: Edit a Form from Survey Record
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2.3.5 ClickMark form as Completeif desired.
Note: Completed forms cannot be edited or deleted.
2.3.6 ClickSaveto save the form. ClicKanceko discard changes.

1 ClickSaveat any time to save in progress work, even if required
fields are not filled out

1 WhenSaveis clicked for an in progress or completed form, a date
and time stamp that capturelsast Updated byr Completed by
user information automatically generates. This information
displays on the upper right corner of the form and in th@vider
Formstable.

IQIES S&C User Manual 16 Manage a Form
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2.4 Delete a Form
Notes
1 Only In Progress forms can be deleted.

1 In Progress forms can only be deleted from Brevider Formdist on
the Provider Historypage.Refer tostep 2.1for more information, if
needed.

9 Forms are specific to provider type oreusole.
1 This example uses form CM83 and the Hospice provider type.

2.4.1 Clickthe desired provider record. THerovider Historypage opens.
For more information on searching for and accessing a provider,
refer to the Manage a Provider User Manwan QTSO.

2.4.2 Scrolldown to theProvider Formssection to view theProvider
Formslist. SeeFigurel5, Provider Forms Table for CIa&3.

Provider History

For more information on the deficiency history of a provider, view the provider history report.

View Provider History Report

Provider Forms

Add Form ~

Form Name Status Related Survey(s) Created Date Last Updated - Actions

CMS5-643 In Progress No information 12/07/2022 12/07/2022 Form action ~

CMS5-417 In Progress Ne information 12/07/2022 12/07/2022 Form action ~

CM5-417 In Progress 11108F-H1 [ 12/06/2022 12/07/2022 Form action ~

Figurel5: Provider Formd.istfor CMS643

2.4.3 Locate the desired form and click tk®@rm actiondrop-down from
the Actionscolumn. Sed-igurel6, Form Action Dropown

IQIES S&C User Manual 17 Manage a Form
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Form Name Status Related Survey(s) Created Date Last Updated - Actions

CMS-643 In Progress No information 12/07/2022 12/07/2022 Form action ~
Link Survey

CMS-417 In Progress No information 12/07/2022 12/07/2022 Edit

CMS-417 In Progress 11108F-H1 [ 12/06/2022 12/07/2022

Figure1l6: Form Action Drofbown

2.4.4 ClickDelete A window pops upSeeFigurel?, Delete a Form Pop
Up Window.

a. ClickDeleteto delete the form.

b. ClickCancebr the Xin the upper right corneto return to the
Provider Formgable.

[=]

Please confirm you want to delete this form: CMS-643.

Figurel7: Delete a Form Pop Up Window

IQIES S&C User Manual 18 Manage a Form
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2.5 Link a Surveyo a Form
Notes
1 BothIn Pragressand Completeforms can be linked to a survey.
1 Forms are specifito provider type or user role.
1 This example uses form CMS72 and the HHA provider type.

2.5.1 Clickthe desired provider record. THerovider Historypage opens.
For more information on searching for andcassing a provider, refer
to the Manage a Provider User Manwan QTSO.

2.5.2 Scroll down to thdProvider Formssection to view theéProvider
Formslist. SeeFgure 18, Provider Formkistfor HHA

Provider History

For more information on the deficiency history of a provider, view the provider histary report.

View Provider History Report ‘ View All Provider Reports

Provider Forms

[ Add Form |
Form Name Status Related Survey(s) Created Date Last Updated - Actions
CMs-1572 In Progress 1226A1-H1 7 12/05/2022 12/05/2022 Form action ~
CMs-1572 Complete 12100A-H1 [ 11/30/2022 12/01/2022 Form action ~
CMs-1572 In Progress No information 11/29/2022 12/01/2022 Form action ~

Figurel8: Provider Forms Tabler HHA

2.5.3 Locatethe desired form and click theéorm actiondrop-down from
the Actionscolumn. Sed-igurel9, Form Action Drojfpown

Form Name Status Related Survey(s) Created Date Last Updated - Actions
CMS-1572 In Progress 1226A1-H1 [ 12/05/2022 12/05/2022 Form action ¥
CMs-1572 Complete 12100A-H1 [ 11/30/2022 12/01/2022 Form action ~

CMs-1572 In Progress No information 11/29/2022 12/01/2022 \ Form action ~

Edit
4)
Delete

Figure19: Form Action Drofbown

IQIES S&C User Manual 19 Manage a Form
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2.5.4 ClickLink SurveyTheLink Survey to Fornrwindow pops up. See
Figure20, Link Survey to Form Pop Up Window.

Link Survey to Form CMS-1572 ID: 42214 E

Search for Survey

Q-

Enter survey name / surveyld to search

1 -4 of 13 Surveys

Survey ID Survey Type Survey Status Survey Category Exit Date

O 1161E3-H2 Health New « Revisit 10/05/2022
« Recertification

© 105A9D-H1 Health New Recertification No information
O 120330-H1 Health New Validation Survey No information
O 1226A1-H1 Health Writing in progress Recertification No information

\ Page 1 of4 >

Figure20: Link Survey to Form Pop Up Window

2.5.5 Enter the survey name or survey ID in the search bar. S&akch A
table of available surveyappearsbelow the search bar.

2.5.6 Click the desired survaynder theSurvey IDcolumn.

2.5.7 ClickSaveto link the form to the survey. Cligkancelor the Xin the
upper right corner to return to thérovider Formgable.

Note: The same fornwill be linkedto all surveys in the group (i.e., if
there are revisits)

IQIES S&C User Manual 20 Manage a Form
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3. CMS1572

Purpose To demonstrate how to use thdHASurvey and Deficiencies Report

3.1 Go to the HHA survey record. For more information on searching for and
accessing an HHA survey, refer to enage a Survey User Manuwom
QTSO

3.2 ClickCMS-15720n the left menuof the survey recordo go to theHome
Health Agency Survey and Deficiencies Report Form 4B SeeFigure
21, CM&1572

Basic Information Home Health Agency Survey Report
Responsible Staff Form 1572 (OMB NO. 0938-0355)
Teams

o There is no Home Health Agency Survey Report for this survey.
Citations

Statement of Deficiencies Start a new CMS-1572 Form Link to an existing CMS-1572 Form

Plan of Correction 1 I

I CMS-1572
CMS-670
Letters
Notes

Attachments

Figure21: CMS1572

Note: CMS1572 can also be accessed from BPr@vider Historypage. Refer
to step 2.1for more information, if needed.

a. ClickStart a new CM4572 Formto start a new form. The form opens on
the same page. Continue to ste33.

b. ClickLink to an existing CM3572 Fornto link a form to the survey. The
Link Form to Survewindow pops up.

1 Click the desired form from the list.
1 ClickSave.The process is complete.

IQIES S&C User Manual 21 Manage a Form
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3.3

34

35

Fill out theinformation. SeeFigure22, HHASurvey and Deficiencies Report
Form CMa572(page 1 of 2andFigure23, HHA Survey and Deficiencies
Report Form CM$572 (page 2 of 2)

Note: Greyed out areas cannot be filled out. They are disabled based on
information provided in various fields.

ClickMark form as Completeif desired.
Notes:
1 Completed forms cannot be editext deleted

1 The CMS8572 Form must be linked to a survey ier to be marked
complete

ClickSave CM4572 Form
Notes

1 ClickSave CM4572 Format any time to save in progress work, even if
required fields are not filled out.

1 All Branch Locationshow onlyOpenand Approvedbranches from under
Additional Branch Locations

1 In theServices Providetlelds, the selection chosen drives what staffing
selections are required. Only the options needed are then shown.

1 WhenSave CM8572 Formis clicked for an in progress or completed
form, a date and time stamp that capturéast Updated byr Completed
by user information automatically generates. This information displays on
the upper right corner of the form and in tierovider Formgable. Refer
to step 2.2 for more information, if needed.
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Figure22: HHASurvey and Deficiencies Report Form CM32 (page 1 of 2)
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